May 2003

CHINA LAKE MASS MERIT AND BONUS PROCESS

The China Lake Mass Appraisals MUST be done before any mass pay routines can be run.

WARNING:!!! There is no mass undo or halt — once these processes are started they will
run to completion and if the parameters input were in error then each NPA will have to
be individually cancelled or corrected!!!

STEP

ACTION

Log info DCPDS as US Federal HR Manager.

From the Navigation List — Click on Processes and Reports — Submit Processes and

Reports —» <Open>.
[ Mavigator - US Federal HR Manaoer
Functions

Processes and Reports:Submit Processes and Reports

Submit pro or run d reports

+ Wiew Top Ten List

- Processes and Reports
Submit Processes and Repol
View Reqgquests
View Reports
Batch Process Parameters
Monitor Batch Processes
Define a QuickPaint Report
Run a QuickPaint Report
Submit Custom Reports

Mass Info eXchange: MIX
Other Definitions
Security

The Submit a New Request Window displays. Select “Single Request™.
o Click <OK>.

= Subimit a MNew jue st

What type of request do you want to runz?

u to submit an individual reguest.

® Hequest Set
This all rou to submit a pre-defined set of
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The Submit Request Window displays.

e Clickin the "Name" data field — Click on the LOV and Find “China Lake Mass
Payout”.

o Click <OK>.

At these Times...

Run the Job

Automatic Detail OSCiNavy Pay Org Check

Batch Print Motification of Personnel Action - MGB
Upon Completion... Batch Print Motification of Persannel Action - m2m
CAD Batch Process

NE
Print .. DWDC Dynarmics File
[ 1 e (]

DD C Status File

Help (B} DMDC Transmittal Letter for Dynamics and Status Files

DOD ACQ DEMO BONUES PAYOUT

The Parameters Window displays.

e Clickin the "Process Payout” data field — Click the LOV and select the type of
payout to be run .

Note: Type 3is currently used for October and type 1 is currently used for January.

China Lake Mass Payout

American English

Description

Cormparability
hlerit PayiComparahilityBonus
hlerit PaywiBonus
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Input the Effective Date of the payout actions and the effective date of the
performance ratings to be selected. The Performance rating effective date will
almost always be the end of the performance rating year for China Lake, which
is 31 July YYYY. In only the most unusual cases will it be anything different than

this.
Click <OK>.

B Submit Reguest

Run this Request...

{EES China Lake Mass Payout

ENGIELES American English

E1014-0CT-2001
t hler nnus
A(N31-JUL-2001

Cancel

Select the appropriate printer.
Click <Submit>.
i Submit Reguest
Run this Request...

China Lake Mass Payout
14-0CT-2001.3.31-JUL-2001

American English
L

At these Times...

FISGENESAs Soon as Possible

Upon Completion...

| e all Output Files

SihiStN0A_DUMMY PTR

o
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The Requests Window will automatically display.

Note: Here you can see that the process is running and producing NPAs . . . .

Refresh Data

Find Requests

Submit a Mew Request...

31605 |Notification of Personnel 73403 =
131604 |Notification of Personnel 73402

131603 |Notification of Personnel Completed  [Warning 73401

131602 |Notification of Personnel Completed  [Warning  |73400

131601 ] Notification of Personnel Completed

131600 |MNotification of Personnel Completed
131599 |China Lake Mass Payout 14-0CT-2001, 3, 31-JUL-2001
131597 |Security List Maintenanc Complated , DVMOTADLA3
131583 |Payroll Interface Update Completed |Normal 15.MAY-2003, 1
131582 |Eject Report Procedure(C Completed |Warning NPHR2 =
Hald Request “iew Details.. “iew Dutput
Cancel Request Diagnostics Siew Log...

The process has now completed.

Make a note of the Request ID number, you will need it to query the process log.

\

Refresh Data Find Requests

Parent

tequest ID
Ma

LEilHIH) |Notification of Personnel

Phase
Completed

Status
Warning

Submit & New Reguest...

Pararmeters

73403

I 131604 |Notification of Personnel

Completed

Warning

73402

131603 |Notification of Personnel

Completed

Warning

73401

131602 |MNotification of Personnel

Completed

|Warning

73400

131601 |Notification of Personnel

Completed

Warning

73399

131600 |Notification of Personnel

Completed

Warning

73398

131599 |China Lake Mass Payout

Completed

|Normal

14-0CT-2001, 3, 31-JUL-2001

131597 |Security List Maintenanc

Completed

]INormaI

, DVMOTADLA3

131583 |Payroll Interface Update

Completed

]INurmaI

15-MAY-2003, 1

131582 |Eject Report Procedure(C

Hald Reguest YWiew Details. ..

Completed

NPHRZ

Wiew Dutput

Job Aid #19-5 — China Lake Mass Merit and Bonus Process

-4-




May 2003

10

4

The NPAs can be printed individually through Ghostview or you may print them

using the Batch print process or they can be printed through COGNOS.

Errors, if they occur, will be found in the Process Log and the RPAs will be routed

to the WGI Personnel Inbox.

Note: The “Status” column will be Normal.

11

Process
Log

To view the Process Log — From the Navigation List — Click on Federal Maintenance
Forms — Process Log(Federal) - <Open>

12

The Process Log Errors Window displays.

To query on the Request ID number that you wrote down from step 11:

Click in the Program Name data field - Press F11 and type %Request ID number%

- Press Ctrl F11 to execute the query.

%131599%|
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13 The process log shows all records that have reached Mid Point.
Success
Log Text
Log T
14 The process log also shows all records that processed successfully. If there had been

errors they would be found here.

Note: You may export the process log text to a file for easier analysis if desired.

L Ee | Chinalake: 131393 Log Date 15-MAY-2003

Message

Log Text

Log Tex

|__ rucessed PA Request: ID = Effective Date 14-OCT-2001lcntr, GtmmyA SSN : 117002172 Person ID

|| Processed PA Request: ID = Effective Date 14-0CT-2001Qirbtdcrr,MrrcgbM SSH @ 153-60-5530 Persni g
|| Processed PA Request: |ID = 73400Effective Date 14-0CT-2001Armbtr,BtamcQ S5H : 204 06 0301 Pe

|| Processed PA Request: ID = 73401Effective Date 14-0CT 2001 ltirjdc,BpcyrtC SSH : 167 037525 Pers
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Example: 891 NPA - Merit payout
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Sendatd Form S-T
Rev. 721
LS. Offkce of Pemsomme | Mamagement NOTIFICATION OF PERSONNEL ACTION
FPM Supp 29¢-33, Smben 4
L Mame (Last, First, Midd ) 2 _Eacial Becurity Number 3. Date of Birth A Effective Date
ARMBTR, BTAMC Q. 204060301 07021955 10—-14-2001
FIRST ACTION SECOND ACTION
5-A Code 5-F. Mature of Actimn A Code 6—B. MatureafAction
91 Merit [nc
5C Code 5 I Legal Autharity &C Code & D. Legal Autharity
ZLM 45 FR26504
5F (hde 5-F Legal Authority 6 F Cade 6 F. Legal Autharity

7. FROM Position Titke and Mumber
SUPERYISORY MATHEMATICIAN

15 °TDh Fosifion Ttk and Humber
SUPERYISORY MATHEMATICIAN

C0222 — 23555 C0X22 — 23555
% Fay Plan  [f.Oce. Code 0. Gmdelevel [LL Skp'Rate |10 I'otelSalry 13 Fay Taxk 2. Fay Flan IT.Oee Code  |1E Gmdelevel 195k p/ Rate (20 Todal Saatytamard |11 Pay Task
DP L5320 04 9 $9E, L6600 PA DP 1520 0+ 2 $L08.245.00 PA
114 Task Ay LT Loa iy Ad)- 12C Ad) Tack: Ry 120 OtheT Fay 204 TaEk Pay 2T Lowa ity Ad)- 200C. Ad). Task: Fay 200 OtheT Fay
%01, 16500 7.0 L0 $95, L6600 0 SL00.515 0 $7.720.00 SLOEJ4E 00 0

14. Mame and Locatian of Pasition *s O rganimtion
RESEARCH & ENGINEERING GROUP
SYESTEMS ENGINEERING DEFT

SYETEMS ENGINEERING MANAGEMENT DIV
NAWCWPNEDIY, CHI™A LAKE CA 93555

22 Mame and Lastian of Pasitians Organiatian
RESEARCH & ENGINEERING GROUP
SYSTERMS ENGINEERING DEPT

SYSTEMS ENGINEERING MANAGEMENT DIV
MAWCWPNEDIY, CHINA LAKE CA 93585

EMPLOYEE DATA
23. Yeterans Preference 24 Tenure 25 Agency Lee 26 Veterans Preference for RIF
e _ - ; 5 = 10 -FoirOdmr i~ Mann 21— Chndidenal
1 ;_:“H“ :_K:..ﬁ::t:ﬁh &= 10 FaimConpmmb e 1 L-—Tarraranc 3= hdsinio YEF | X | MO
Z. FEGLI 2. Annuitant Indicatar 9 Fay Kate Determinant
O | Basic anly 9 Nt Applcable 0
. Rrtirernent Flan 31 S rvice Comp. Date (Leave) 32, Wark Schedule 33. Part=Time Hours Per
K | FERSand FICA 01— 06—1986 F |Fal-Time Biweekly
Fay Period
POSITION DATA
3. Pasttian Oecupied 35 FLEA Categary 36 Apprpriastian Code 37 Bargnining Linit Sotus
1-Conpmidm Ginis 1-ZESCmard E - Emnpe r
1 z-:a:-is.ni- 4 ZEZCarmr Famrmd E M- M NAYY | SEEE
3. Duty Satian Cade 39 Duty Statian (City —County — Stobe or O ve rsems Loction)
G0GTS029 CHINALAKE / KERN/ CALIFORMNLA
M. Azency Dot alL a2, a3, .
UIC: 60530 ORG: 4110000 CC:41140W PAY OFF: CH/LOC ID: 45590
45, Remarks

Difference between [tems 20 and 12 reflects merit increase for performance rating period ending 21 Juoly 2001.

A6 Emplaying Department or Agency
Neaval Alr Systerns Command [MVL9

S0 S gnature’ A uthentication and Title of A ppraving OfFical

RCNY CUGPFLMGPFTT

a7 Agency Cade _ Permannel Office 1D 49 Approval Date
MYLe 2414 05152003 Certifying Official
5—Part 50-3L6 Editlons Prior to 791 Are Mot Usable A fter 6/3093
TURM O¥ERFOR I FORTANT INFORMMAT O™ TEMN TEAO-D 1 -333 6238
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Example: 889 NPA - Bonus payout

S#ndard Form 53-T
Rev.TH1
LS. fiee of Pemmonme | Management NOTIFICATION OF PERSONNEL ACTION
FFM Supp 2%¢-33, Snbch 4
L Marme (Last, First, kidd k) 2. Bacial Security Murmber | 3. Date of Birth 4 Effective Date
[CNTR, GTMMY A. 117002172 01-10-1948 10—-14-2001
FIRST ACTION SECONDACTION
5-A Code 5-B. Nature of Actinn oA Code &B. Motureof Action
BEe Performance Award
51C Code 5B Legal Autharity 61 Code 6. Legal Autharity
ZLM 45 FR26504
5E Cade 5F. Legal Autharity &E Cade 6F.Legal Autharity
7. FROM Fosition Ttk and Humber 15 °I'Dh Fasition Title and Humber
SUPERYISORY OPERATIONS RESEARCH ANALYST SUPERYISORY OPERATIONS RESEARCH ANALYST
31190 - 23544 3190 — 23544
= Fay Flam (f.Owc.Code Q0 dmdelevel [11 SwepRate 12 1ol Saary 13 Fay Tark 26 Fay Fam | IT.0ec Coce |15 dmdelevel (195w Rate (20 1ot Saumdamard |21 Fay Tacs
or L5L5 o4 24 HLLLEELOD FA or L5L5 o4 24 HLLLERLOD PA
114 Task Ry 12T Lo Hy A 13 Ad) Taxk Ry 120. Cther Fay 204, Taxk Fay 20T Lowza Hiy A 20 Ad). Taxk: Fay 200. Cther Pay
% 103.623,00 $1.955.00 SLLLEELOD 50 £L03.6223.00 $7.955.00 $LLLSELOD 0
14. Mame and Locatian of Fasitian s D rganistian 22 Mame and Loctmn of Pasition™s Organisation
RESEARCH & ENGINEERING GROUP RESEARCH & ENGINEERING GROUP
SYSTEMS ENGINEERING DEFT SYETERS ENGINEERIWG DEPT
SYSTEMS ENGINEERING MANAGEMENT DIV SYETEME ENGINEERING MANAGERMENT DIV
MAWCYWPNSDIY. CHIMA LAKECA 93555 ™A YWCOWPNSDIY. CHIMA LAKE CA 93555
EMPLOYEE DATA
23, Yeterans Preference 24 Tenure 25 Azency Lse 26 Veterans Freference far RIF
- - - £ A 5= 10-FoinaDidmr 01— FMane 2 - Chndidonal
1 GHCE j—t:hﬁ::iﬁh = 10 PoirCa mparchl 5 1 L-Parrarne 3 hdsinio YEE [ X | NO
. FEGLI A Annuitant Indicatar g% Fay Kate Determinant
T | Basicanly 9 Mot Appli=ble 0
30 Retirerment Flan (31 S rvice Camp. Date (Leawe ) 32, Wark Schedu b 33 Fart—1Tme Howrs Per
1 CERS 07—05—1972 F Full-Ttme Hiweekly
Fay Periad
POSITION DATA
. Fasttinn Occupied 35 FLEA Categary 36 Apprapriatin Code 37 Bargaining Unit Status
1 —Conpmitie San s 1-SESCmnanl [ — -
1 z-zus.-is.ni- I — E N-N..-F-..F MNAVY | BBEE
. Duty Statmn Cade 39 Duty Station (City — Caunty — State or O v roras Location)
060675029 CHINA LAKE f KERN/ CALIFORNLA
20 Agency Dot aL a2, 43, .
ULC: 60530 ORG: 411000D CC: 150K PAY OFF: CH/LOC [D: 33177
45, Remar ks
Based on performance for period ending 31 July 2001 a bonns of $3360 1s awarded.
A4 Employing Department or Azency 505 gnature’A uthentiation and Title of Approving Officol
M™aval Alr Systerns Commend [ L9
4. Agency Cade . Fer=mannel Office 1D 49 A ppraval Date AL L A I ELLE
NY19 2414 05—15-2003 Certifying Offictal
5Part 50-3L6 Editlons Prior to 791 Are Mot Usable After 6/30003
TURN OVERFOR IM FORTANT INFORKAT IOT T™EM TE4H0-0 L-333 613K
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